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CHHTRAL INTELLIGENCE AGENCY
Yashington, D. C.

ADMINISTRATIVE INSTRUCTION
NUMBEKR 20-

SUBJECT: Reward for Superior Accomplishment

1. legal Basis.
The Classification Act of 1923, as amended by Sections h03 and LOL of

‘the Federal Employees' Pay Act of 30 June 19L5 (Peblic Law 106 - 79th

: Congress, 5 U.,8.C.A, 66 (f) and (g)), provides statutory suthority for grant-
ing within-grade pay incresses as rewsrds for supsrior sccomplishment in
conformity with regulations currently set forth in USCSC Deparimental Cir-
cular No. 5h0, dated 5 October 19LS.

2. Coamities on Superior Accomplishment.

A CIA Committee on SBuperior Accomnlishment ie hereby ssta&blisbed com-
posed of the following:

Exécutive Ddrector — Chairsan
Exescutive for Administration o Alternate chalirman
and Hanagement and member
Chief, Managewent HBranch, ALE o Nember
Chief, Personnel Branch, Al — Member

One representative designated by
Assigtant Director or Staff chiez‘ conoernsd ~- ¥ember

3. The committes will revisw all recommended rewards for salary increases
for superior accomplishment and make recommendations to the Director.

Eligibility for within-grade salary sadvancement as a reward for superior
accomolishment shall be subject toa

a. Sufficlency of available apropristions.
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be. Superior accomplishment eonforming to the standarcs esisblisied
in this instruction.

¢. Compensation of the individusl concerned being less lnan tne
maximum rate of compensaticn 1orT the grade of Lis position.

ds No previous advacement as w reward having ceen suthorized for
the individual concerned during tie prescribed waiting period for &

normel periodic pay increase.

- @

Y, Standards anc Criteria for Superisr Accompiishasnts Rewarcs.

#+ &, & superior accom>lisiment warranting tue additional mivancement
of an suployee pust meet one of wae following tesis:

(1) Sustained worc performance ior a nericd of at le.st three
oaths of sach & nature wat it ool only meets lue requiraaents
for the hignest sttainable efficiency rating but merits distinciion
asong those wao are glven suco reling or awmony taose wWioB3 curreant
work perforuaice is suiliciently outprandiug tw Justify sacs rallg.

{(¢) Initiation of an idea, method or device waich has oceen
jevaloped and adopted to improve the public service or provide fur
ore sconowical operation irn ti.e public interesi.

(1) & special uet or service in tue puslic interest, relzted
to official employment and over and above normal positiorn require-
ments, of such an unusua or distinciive character that its recog-
nition as 4 casis for an ausivional advancsmeny would gaive 8s &
definite incentive to others.

b. Waen @an employee is recommended for an additional agvancement

under parsgréph sa(l) acove, tne recommendation must include:
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{1} A statement thav the emnluyee has had, for a period of at
least aix months immediately nreceding the date of *he recommends.
tion, an efficiency rating of “excellsmt® or thsat he merits such a
rating at the tims the recommendaiion is made.

(2} A description of now the employee would have to perform
iils duties in order ito meet the sitandards of performance normally
exnected in the woasition.

{3} A description of 10w the zrlovee actually nerformed his
dubties in order to be rated "axecellent®. This shovld includs facts
concerning the anantity and aquality of the employmsets work, twm
raner of performance, nersonal tralts, and othsr evidenoce of
saverior aceosmlishment. T[his part of tie recommsndation should
b in specific terms with examnles Lo show how he met tue standards
2L an “excellent® emrnlcyee.

(i} A description of now the aiployee's performance merits
distinction among other ss>lovees rated %exocallsnt”™ or who ar:
woriay o suycn rating: and how such performancs was ar inrcentive
ts otiwesr emploveas.
¢. ExAagnles of toe types ol acts or service which might justify

additional advencement under paragraps 58{2) and {3) sbove are:

(1) Distinguished achievement in improving the morale of
eaployess.

{2} Outstanding contrib:tion to management or operations.

{3} uonetary saving to the government,

{4y Act, service, or valor over and above the call of duty.

(5} Performance whicn has inwvolved the overcoming of umusaal
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d. Examples wiich by thempelves are not sgcepteble for recomesnca-

tion for superior accomplisiwent rowards are listed below:
{1} Ieng hours wolumtarily worked.
(2) leyalty to the service.
(3) Efficiency rating of very Uced or ixgelilent.
(L) Pperforning duties of & nigher grece,whica situstion cvuld
have been corrscted by reallecsation.
(5) Resllocation to & higher grade without salary increase.

(5} leng and faitrful service,

£.  Frocedure.

8. A13 recommendations £or w.thinegrade promoticns undsr Lids
Instriction will be subuitieé 1 uriplicats on ¥Form 37«3 (Persomnei
&etﬁaﬁ), sconpanied by detuiled Lasis fur the recommendation, tnrough
the Chiasf, Personnel Branda, Aks, to the commiites. o Lyow ol &cuion
shzw be shown on Form 37-3 ug "7ay Ineresse for superior Accomplisi~
nent®, and the effeclive daie shall de ihe peginning of the first pay
neriod following the approval by the Director.

be The commiliwe will review aae forward o tne iirestor for final
action all recomsendations which, in the opinion of the coumiitee, nest
the standards establiished for suea an increase.

c. Recommendations which, in the opinion of the commities, do noi
meet establirhed standerds for sdvancement will be returned t,; the
jinitiating oificer with & statsssnt of resscns for the committee's
action. In such cases, jseistant Directors and Staff Chiefs concerned

may appeal to the [drector if they sc desire.
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de 'Ine Cnief, Personnal iranch, will be responsible for reccumend-
ing adejuate publicity for such rewards so that they may serve as an

inceative to 2il emnloyess.
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